EMPLOYEE TIMECARD VIEW (HTML)
Viewing Timecard Totals for a Specific Day

1. From the timecard, change the Time Period to Specific Date.
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2. The Select Date window will display. Click on the calendar icon.
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3. Select the desired date from the calendar and click OK.
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4. The date will populate the Select Date window. Click OK.
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5. The timecard for the desired date will appear.
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6. Click on the View Totals Summary link to view the calculated timecard totals
for the selected day.
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7. The timecard totals for the selected day will display.

Totals Summary

Time Period: Specific Date (2/16/2009 - 2/16/2009) f———— Frost, Carolyn
Primary Account

Account Pay Code Money Hours Wages
75/7540/10/754040001/Mone/Mone/-
PERMITTING SERVICES/DPS BUILDING CONSTRUCTION/Manager, Jane/Team 1 - Res Inpection and Plan Review/None/None/-

HOL - Holiday Leave 156 40 .44
HP1 - Holiday Premium Pay at 1.5 6.5 262.86
ML2 - Multilingual Advanced 6.5 845
Regular 6.5 175.24
Pay Code Summary
Pay Code Money Wages
HOL - Holiday Leave 40.44
HF1 - Holiday Premium Pay at 1.5 262 85
ML2 - Multilingual Advanced 8.45
Regular 175.24
Totals 0.00 486.99

8. Click OK to close the timecard totals.



